Top of Form

Suchai Vang
 
Saint Paul, MN 55106 
US 

Home: - 651-348-9986
suchaivang@gmail.com

Resume Updated
4/23/2015

suchai suzy vang's resume
 
Suchai Suzy Vang
1429 Case Avenue Apartment #3
Saint Paul, MN 55106
Cell: 651-348-9986
Suzyvang92@hotmail.com
Education:
•                      Rasmussen College, Medical Administrate Assistant  January 2015-Present 
•                      Saint Paul College, Associate in Arts degree September 2012-July 2014
GAP: 3.0
Work Experience:
Afton View Apartments
Administrative AssistantSeptember 2014-present
•         Collects monthly pay rents
•         Maintains work orders for maintenance
•         Schedule appointments
•         Act as a liaison between residents and community services
•         Prepares and distributes notices and newsletters
•         File documentation in resident files
•         Answer in/out bound calls
 
Saint Paul Public SchoolsMarch 2014- August 2014
Educational Assistant
•         Assist teacher(s) with subject area projects and activities.
•         Assist small groups of students or individuals with the interpretation and completion of assignments.
•         Supervise students or groups of students during recess or in the absence of the professional in charge of the group.
•         Assist in supervising and arranging curricular and extra-curricular activities either within or outside the school building.
•         Assist in preparing and arranging lesson materials and displays.
•         Assist with office and secretarial duties e.g. copying, collating, filing, sorting, laminating, typing
•         Assist with library and library equipment and/or supplies e.g. cataloguing, assistingstaff, and supervising students, displays, and shelving books.
•         Assist with collecting, recording and accounting for monies from student projects, pictures, fees.
•         Administer medication to students as authorized or assigned.
Saint Paul College
Parking Department Clerk August 2013-March 2014
•         Assist students, faculty and staff in adding money to access cards
•         Troubleshoot student access card issues at Tuition window
•         Data entry
•         Billing citations issued by Public Safety Department
•         Process and research access card appeals
•         Filing
•         Schedule interviews for supervisor
•         Call/ answer phones (approximately 10-20 calls and answering phone per day)
Saint Paul Public Schools
      Evening Childcare Worker September 2012-May 2013
•         To be actively engaged with children's learning and activities.
•         Provide a structured environment with academic focus to promote learning.
•         Provide and ensure the safety of children and staff.
•         Provide a safe, warm and welcoming environment for parents and families.
•         Maintain accurate child check-in/out system with parents/guardians.
House of Hope- Presbyterian churchAugust 2012-March 2013
      Sundays Child Care Worker
•         Watch children from eighteen months through two years old.
•         Interact with the children at what they do
•         Read to the children
•         Give the children snacks while they wait for their parent’s to come  
Languages:
Bilingual: Hmong and English
References:
Upon request
Additional Info
Career Information
Most recent employer
-
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Experienced (Non-Manager)
Availability
-
Location
US-MN-Saint Paul
Relocate
-
Travel
-
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Salary
-
Locations
US MN St. Paul 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
-
Industry
-
Occupation
-
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency


Bottom of Form


 


Suchai V


ang


 


 


 


Saint Paul, MN 55106


 


 


US


 


 


 


Home:


 


-


 


651


-


348


-


9986


 


suchaivang@gmail.com


 


 


Resume Updated


 


4/23/2015


 


 


suchai suzy vang's resume


 


 


 


Suchai Suzy Vang


 


1429 Case Avenue


 


Apartment


 


#3


 


Saint Paul, MN 55106


 


Cell: 651


-


348


-


9986


 


Suzyvang92@hotmail.com


 


Education:


 


•


                     


 


Rasmussen College, Medical


 


Administrate


 


Assistant


 


 


January 2015


-


Present


 


 


•


                     


 


Saint Paul College, Associate in Arts degree


 


September 2012


-


July 2014


 


GAP: 3.0


 


Work Experience:


 


Afton View Apartments


 


Administrative


 


AssistantSeptember


 


2014


-


present


 


•


        


 


Collects mon


thly pay rents


 


•


        


 


Maintains


 


work orders for maintenance


 


•


        


 


Schedule


 


appointments


 


•


        


 


Act as a liaison between residents and community services


 


•


        


 


Prepares and distributes notices and newsletters


 


•


        


 


File documentation in resident files


 


•


        


 


Answer in/out bound calls


 


 


 


Saint Paul Public Schools


March 2014


-


 


August 2014


 


Educational


 


Assistant


 


•


        


 


Assist


 


teacher(s) with subject area projects and activities.


 


•


        


 


Assist


 


small groups of students or individuals with the interpretation and completion of 


assignments.


 


•


        


 


Supervise students or groups of students during recess or in the absence of the professional 


in charge of the group.


 


•


        


 


Assist


 


in supervising an


d arranging curricular and extra


-


curricular activities either within or 


outside the school building.


 


•


        


 


Assist


 


in preparing and arranging lesson materials and displays.


 


•


        


 


Assist


 


with


 


office


 


and secretarial duties e.g. copying, collating, filing, sorting, laminating, 


typing


 


•


        


 


Assist


 


with library and library equipment and/or supplies e.g. cataloguing,


 


assisting


staff, and 


supervising students, displays, and shelving books.


 


•


        


 


Assi


st


 


with collecting, recording and accounting for monies from student projects, pictures, 


fees.


 


•


        


 


Administer


 


medication to students as authorized or assigned.


 


Saint Paul College


 


Parking Department Clerk


 


August 2013


-


March 2014


 


•


        


 


Assist


 


studen


ts, faculty and staff in adding money to access cards


 


•


        


 


Troubleshoot student access card issues at Tuition window


 




  Suchai V ang       Saint Paul, MN 55106     US       Home:   -   651 - 348 - 9986   suchaivang@gmail.com     Resume Updated   4/23/2015     suchai suzy vang's resume       Suchai Suzy Vang   1429 Case Avenue   Apartment   #3   Saint Paul, MN 55106   Cell: 651 - 348 - 9986   Suzyvang92@hotmail.com   Education:   •                         Rasmussen College, Medical   Administrate   Assistant     January 2015 - Present     •                         Saint Paul College, Associate in Arts degree   September 2012 - July 2014   GAP: 3.0   Work Experience:   Afton View Apartments   Administrative   AssistantSeptember   2014 - present   •            Collects mon thly pay rents   •            Maintains   work orders for maintenance   •            Schedule   appointments   •            Act as a liaison between residents and community services   •            Prepares and distributes notices and newsletters   •            File documentation in resident files   •            Answer in/out bound calls       Saint Paul Public Schools March 2014 -   August 2014   Educational   Assistant   •            Assist   teacher(s) with subject area projects and activities.   •            Assist   small groups of students or individuals with the interpretation and completion of  assignments.   •            Supervise students or groups of students during recess or in the absence of the professional  in charge of the group.   •            Assist   in supervising an d arranging curricular and extra - curricular activities either within or  outside the school building.   •            Assist   in preparing and arranging lesson materials and displays.   •            Assist   with   office   and secretarial duties e.g. copying, collating, filing, sorting, laminating,  typing   •            Assist   with library and library equipment and/or supplies e.g. cataloguing,   assisting staff, and  supervising students, displays, and shelving books.   •            Assi st   with collecting, recording and accounting for monies from student projects, pictures,  fees.   •            Administer   medication to students as authorized or assigned.   Saint Paul College   Parking Department Clerk   August 2013 - March 2014   •            Assist   studen ts, faculty and staff in adding money to access cards   •            Troubleshoot student access card issues at Tuition window  

